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INTRODUCTION 

Bentleigh Secondary College has adopted an approach to Online Learning that begins with the assertion that 

the learning experiences teachers design when school is in regular session cannot be simply replicated through 

flexible and remote learning.  

Teachers will need to think differently about how to communicate, give instruction; provide feedback; how to 

design lessons and assignments that are authentic and meaningful; and how to ensure students continue to 

collaborate and communicate with others.  

Parents will need to think differently about how to support their children; how to create structures and 

routines that allow their children to be successful; and how to monitor and support their children’s learning. 

Accordingly, this Online Learning Plan for Bentleigh, provides guidelines and insights about how the staff, 

parents/guardians and students at Bentleigh, can utilise digital and experiential platforms to support students’ 

continuity of learning. 

Please note, this document will be updated periodically, as required and be published on COVID-19 Resource 

Hub (school website).   

I would like to acknowledge the work of the teaching and education staff who have worked tirelessly to prepare 

the school for Online Learning. 

 

Helene Hiotis 

Principal 
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ROLES AND RESPONSIBILITES DURING ONLINE LEARNING 

Many stakeholders will contribute to the effective implementation of this Online Learning Plan. The roles and 

responsibilities of College staff, students, and parents are outlined below. 
 

College Expectations 

Principal Class 

Team 

 Create and distribute Online Learning Plan (OLP) 

 Establish clear channels of communication between staff, families, and 

students via COVID-19 Resource Hub 

 Support staff, students and families shifting to an online learning environment 

 Help teachers implement the Online Learning Plan (OLP) and ensure high-

quality learning experience for all students 

 Work collaboratively with teachers to design new strategies for providing 

feedback to students 

 Work collaboratively with teachers and teams as they design new methods to 

assess student learning 

 Work collaboratively with teachers in developing strategies to differentiate 

their instruction 

Curriculum 

and Learning 

Specialists 

 Remain in contact with the College Leadership Team regarding parameters 

and platforms for student learning and wellbeing 

 Lead staff collaboration and the development of learning materials and 

assessment tasks to be delivered by online learning 

College Operations 

and IT Teams 

 Monitor the Helpdesk and providing assistance as required 

 Oversee the College’s daily operations 

Student 

Engagement 

and Wellbeing 

Team 

 Monitor and support student engagement and wellbeing. This includes weekly 

team meetings and continued support for students 

 Monitor and support student attendance 

 Monitor and support students with special needs 

Home Group 

Teachers 

 Contact parents/guardians/students daily (7 – 12 students) 

 Monitor and follow-up student attendance for 7 – 12  students and let HOYLs 

know 

 Provide guidance and support for students to aid in monitoring and supporting 

student wellbeing 

 Refer any immediate or high level concerns to Engagement or Wellbeing 

Teams 

Classroom 

Teachers 

 Collaborate with other members of their teams or learning areas to design 

online learning experiences for their students 

 Communicate frequently with students and, as needed, with their parents 

 Provide timely feedback to support students’ learning 

 Provide guidance and support for students to aid in the monitoring and 

supporting student wellbeing 

 Monitor and follow-up student attendance for Year 7 – 12 students 

Student Roles and 

Responsibilities 
Where appropriate, students are required to: 

 Establish daily routines for engaging in the assigned learning tasks 

 Regularly monitor online platforms (Compass and Microsoft Teams) for 

information, learning activities, assessment, resources and feedback 



4  

 Complete learning activities and assignments with integrity and academic 

honesty 

 Do their best to meet timelines and due dates 

 Communicate proactively with their teachers if they are experiencing difficulties 

or require additional support 

 Take responsibility for their own learning 

 Where possible and appropriate, engage with Subject Teachers and 

classmates at the scheduled class time as indicated by the College Timetable 

 Attend (as much as possible) the online forums, live streams etc. offered by 

Subject Teachers. 

 Work with their parents/guardians to identify an appropriate space to 

study/learn 

Parent Roles and 

Responsibilities 
Where appropriate, parents/guardians are required to support student learning by: 

 Establishing routines and expectations 

 Providing an environment conducive to learning 

 Monitoring communications from your child’s teachers 

 Monitoring student daily schedules and learning activities 

 Encouraging engagement and attendance in the online sessions offered 

 
 

FEEDACK FOR STUDENT LEARNING 

Timely feedback is essential to student learning, particularly in the absence of a standard classroom 

environment. Active monitoring of emails, Compass and Microsoft Teams is vital to assist with communication 

from staff, students and families. 

SUBMISSION TIMELINES 

Students will be provided with ample time to complete learning activities and assessment tasks. Staff will 

ensure the guidelines and parameters for submission of work are clear, consistent and easy for students to 

understand. 

BANDWIDTH AND DATA 

Staff are considering the size and type of the files to be downloaded by all Students. 

The college recognises that students’ 

internet access may have limited 

bandwidth and/or data.  

Staff may embed videos into lesson 

content, and will be conscious of data 

limitations and bandwidth. 
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GUIDELINES AROUND THE DESIGN AND EXECUTION OF ONLINE LEARNING 

CHANNELS OF COMMUNICATION  

COLLEGE PRINCIPAL 

All communication to Parents/Guardians and students regarding official updates will be provided by the 

College Principal, Ms Helene Hiotis, via Compass. These will be posted as News Feed items. 

All communication to staff regarding official updates will also be provided by the College Principal, Ms Helene 

Hiotis, via email (eduMail). Staff will maintain inbox limits and checking emails throughout the day to ensure 

they are up-to-date with the latest information and actions. Online communication forums will also occur 

where required. 

BENTLEIGH SECONDARY COLLEGE TEAMS SPACE 

Staff will be using: 

 Bentleigh Secondary College Teams Space: This is for updates regarding online learning, digital 

learning support and general collaboration forums where appropriate. 

 Learning Area(s) Specific Curriculum Space(s): These have been set up by Learning Specialists or 

Learning Area Heads and are to be utilised for collaborative planning and curriculum development. 

STUDENT/PARENT/CARER PERSONAL DETAILS 

It is imperative that student details on Compass remain accurate at all times. For this reason, all parents/carers 

are required to ensure that they have recorded and updated their mobile telephone contact number along 

with their current home address. From time to time it may be necessary for the College staff to contact parents 

directly by telephone. 

COMMUNICATION WITH PARENTS/ GUARDIANS AND STUDENTS 

Bentleigh Secondary College values communication with families as an essential element in the education of 

students. When the relationship with home is strong, students have an enhanced opportunity to experience 

success. During the online learning period the following forms of communication will be utilised: 

 Compass 

 Microsoft Teams 

 eduMail 

 Telephone (for communication with parents/guardians only) 

Communication with students and parents will predominately occur between the hours of 9:00am to 3:10pm. 

A process with regards to online communication with home needs to be balanced with reasonable expectations 

for a staff response time. This acknowledges that staff are required to teach and attend to the many tasks 

necessary for the College to function, while also recognising prompt communication in these ever changing 

circumstances. 

Protocols for communication between staff, parents/guardians and students are: 

 Timely response, within 24 working hours during business hours of an enquiry being lodged; 

 Staff reserve the right to refer a matter to the relevant curriculum leader, student engagement and 

wellbeing team member or Principal Class officer, where the matter requires this level of 

response. Staff will advise the sender when this course of action has been taken; 
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 Online communication is subject to the same requirements of face-to-face conversation where 

courtesy and consideration applies as it does in other forms of communication; 

 Online communication is not private and must be written with the understanding that it may be 

seen by others. 

WORK HOURS 

During online learning staff should be following their normal timetable, including delivery of classes and 

collaborative planning meetings. Normal work hours apply during this period: 

 Tuesday to Thursday: 8:50am to 4:30pm 

 Monday and Friday: 8:50am to 3:30pm 

This equates to a 38 hour week. It has been long recognised teachers work considerably longer hours and 

members of the community need to acknowledge these hours (as a number of Bentleigh staff have their own 

children to look after). 

 

MEETINGS 

During the Online Learning period, staff will participate in the scheduled afterschool meetings on Tuesday 

and Thursday.  Schy Prewett, Assistant Principal will provide further information on this to staff. During this 

time staff are not available to students and/or be available to call parents.  

All staff are required to maintain the 2-hours per week of scheduled team meetings. Where staff do not have 

a scheduled meeting they are expected to work towards targeted collaborative planning tasks. 

 

LEARNING DESIGN 

Staff are maximising the use of online learning platforms and College systems (Compass and/or Office 365 

Teams, if appropriate) when designing learning for students. Lessons are designed in line with mandated VCE 

and Victorian Curriculum Guidelines. Where appropriate and applicable, the necessary adjustments to 

learning are to be made for individual students / learning styles. Where possible, staff are asked to minimise 

activities that will require students/parents to print lesson materials. 

When providing lesson outlines in both Compass and Microsoft Teams staff will include: 

 Learning Intention and Success Criteria. 

 Explicit Teaching: Learning Instructions 
Model skills and provide worked examples where appropriate. Refer students to the appropriate 
resources, documents or links they need to access to complete the assigned learning tasks. 

 Apply and Understand: Student Activity 
Students need to be directed to where and how they are expected to complete their application 
and demonstration of understanding, this may be through Teams Assignments or other 
applications. It is important to have evidence of what students have understood at the end of the 
session.
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CHILD SAFE STANDARDS 

Bentleigh Secondary College is committed to providing a safe environment for all students and takes active 

steps to protect them against abuse. To achieve this the College has developed and actively enforces child 

safety strategies to ensure that any person involved in ‘child-connected work’ is aware of their obligations 

and responsibilities for ensuring the safety of all children under their care.  Refer to the College’s policies 

regarding this matter on the school’s website. Specifically, in relation to online learning, staff will not: 

 Exchange personal contact details such as phone numbers, social media accounts (facebook, 

Instagram) or email addresses with students; 

 Communicate personally or privately with students through their personal email accounts, social 

media or other means. (All communication with students must be undertaken through Compass 

or Microsoft Teams); 

 Photograph or film a child without the consent of their parents or guardians. 

Students, Parents and Staff should also be familiar with the both the Department’s and College’s ICT 

acceptable use agreements. Students and Parents have acknowledged and agreed to an ICT acceptable use 

agreement as part of their enrolment at the College. 

Where a teacher and/or parent has any concerns regarding wellbeing, the online referral wellbeing forms 

linked below can be used:  

STAFF: https://bit.ly/BSCWellbeingReferralSTAFF  

STUDENTS: https://bit.ly/BSCWellbeingReferralSTUDENTS  

PARENTS: https://bit.ly/BSCWellbeingReferralPARENTS 

 

In addition any immediate and high level 

concern about a student’s health and 

wellbeing, they must contact Wayne 

Davis via eduMail: 

 wayne.davis@education.vic.gov.au 

 

 

When creating the email please ensure 

the following template is adhered to: 

 

  

https://bit.ly/BSCWellbeingReferralSTAFF
https://bit.ly/BSCWellbeingReferralSTUDENTS
https://bit.ly/BSCWellbeingReferralPARENTS
mailto:wayne.davis@education.vic.gov.au
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ATTENDANCE AND ROLL MARKING 

During the Online Learning period the following process will apply to student attendance and roll marking. 

 

Year 7 – 12: Students or parents will email the Home Group teacher via Compass once each day by no later 

than 3.10pm. The Home Group teacher is required to log attendance once a day for their class. Session 0 is 

the designated session for recording attendance during the online learning period.  Home Group teachers 

can access their Session 0 roll from their Compass homepage. Compass is working with department regarding 

this and recording of attendance.  

Years 7 – 12: Students must communicate with their subject teacher for each timetabled session. If a double 

session is timetabled, students are only required to communicate with their teacher once during that session. 

The subject teacher can then mark the Compass roll as present for both sessions. It is the responsibility of 

the subject teacher to mark the roll on Compass for their designated class each day. Study sessions  are exempt 

from this requirement. 

Staff are required to mark Compass student attendance rolls by no later 

than 3.30pm each day.   

 

Parents are requested to inform us of any absences prior to 8:50am on 

Compass. 

 

 

Students are required to communicate with their teachers in some way each lesson. This will count towards 

their attendance. After looking at the lesson plan on Compass, email their teacher or access their class O365 

Teams page (if applicable) and communicate at least one of the following: 

1. I understand the lesson and am ok to work independently 😁 

2. I have read the lesson plan and can make a start- I might have questions later 😊 

3. I have read the lesson but I’m not sure where to begin 🤔 

4. I can’t access the lesson or some of the resources 🙁 

ATTTENDANCE FOLLOW-UP 

 
YEARS 7 - 10 YEARS 11 - 12 
If a student / parent has not made contact with the 

Home Group Teachers for 3-consecutive days, the 

Home Group Teacher will do the following: 

 Step 1: Make contact with parents / guardians and 

log correspondence on Compass. 

 Step 2: If unsuccessful, refer to the relevant 

HOYL/Sub School Leader 

 Step 3: Appropriate actions put in place via 

Student Engagement Team and 

communicated to Home Group  

teacher 

If a student has not made contact/missed two 

sessions (a double or two consecutive singles) the 

subject teacher will do the following: 

 Step 1: Make contact with parents / guardians 

and log correspondence on Compass. 

 Step 2: If unsuccessful, refer to relevant 

HOYL/Sub School Leader 

 Step 3: Appropriate actions put in place via 

Student Engagement Team and 

communicated to subject 

teacher 
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ICT SUPPORT FOR STAFF DURING ONLINE LEARNING 

Measures have been put in place to provide students, parents and staff with online technical assistance. 

However, this assistance will be somewhat limited. The College will not be able to assist with issues relating 

to staff or student personal/home internet setups or their physical devices.   

 

If assistance is required please log a ticket on the Helpdesk, and a member of the IT team will be in contact. Please 

ensure questions asked by the IT team are responded to in order to facilitate a prompt solution. Please do 

not email a member of the IT team directly, all requests need to go through the Helpdesk: 

 

helpdesk@bentleighsc.vic.edu.au 

 

This address can also be found under the star icon on 

Compass. 

 

 

 

 

 

 

 

By now we hope families have had success ensuring they are connected to the school using Compass and via 

email.   

 

If there is a warranty or insurance claim through Edunet call them on 1300 338 638 to arrange repairs. The 

device can either be delivered to their Mornington office (26 Milgate Dr, Mornington VIC 3931) or pay for 

postage and they will cover the return post. 

  

If there is a warranty or insurance claim through LWT, call them on 1300 556 788 or email 

service@lwt.com.au to arrange repairs. You can either deliver the device to their Blackburn office (4 King 

Street Blackburn VIC 3130) or pay for postage and send to PO BOX 4068, Ringwood VIC 3134. 

 

If students are needing assistance with their passwords for Compass or their email we can assist but please 

note information will be sent through the primary parent email listed on Compass so please ensure that email 

is up to date. 

 

 

mailto:helpdesk@bentleighsc.vic.edu.au


10  

ONLINE LEARNING AT BENTLEIGH SECONDARY COLLEGE FOR 7 - 12 

 

Materials for online learning will be provided to all students and parents via Compass. 
 

7 to 12 teachers will follow their normal timetable and provide learning activities on a session-by-session 

basis using the Class Page tool. Staff will upload their individual lessons at the commencement of the day; 

however, they are expected to be available to engage with their students during their allocated class times. 

 

Follow the steps below to access the Class Page for each of your classes. 

 

 

 

 

SAMPLE LESSON PLAN SCREEN 

 NOTE 

STEP 1 

  Log into Compass 
 Hover over the Teaching and Learning menu 

(pencil icon) and click the class name from the 
drop down list (lesson, newsfeed, learning tasks) 

In the Lesson Plan section use the 
following headings to set your lesson: 
 Learning Intention 
 Success Criteria 
 Learning Instructions 
 Student Activity 

 

Information that is provided in the 

Lesson Plan section will be visible to 

teachers, parents and students. 

STEP 3 

 The dashboard tab for the class should open 
 Select the date and time for the session you 

want to provide learning activities for 

STEP 2 

To add attachments to your lesson plan you 
need to click on the ‘add image icon’ 
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Some students in Years 7 – 12 will be utilising Microsoft Teams during the 

Online Learning period. Staff of Years 7 – 12 students may create a Teams 

Space, if appropriate for their subject. Staff may upload their individual 

lessons at the commencement of the day; however, they are expected to 

be available to engage with their students during their allocated class 

times. 

USING MICROSOFT TEAMS: HOW TO’S 

Office 365 provides this course for people to learn how to use basic features of Office 365 including Microsoft 

Teams, OneNote, Sway, Microsoft Forms, Office Online and OneDrive.  The course duration is 11.8 hours 

however, it is unlikely it will take that long.  

https://education.microsoft.com/en-us/learningPath/dc32e990 

COMPUTER ERGONOMICS 

Whether working at school or offsite, staff and students should ensure that their computer workstation is set 

up so as to allow for a safe, comfortable and productive work environment. Many people spend hours a day 

in front of a computer without thinking about the impact on their bodies. They physically stress their bodies 

daily without realising it by extending their wrists, slouching, sitting without foot support and straining to 

look at poorly placed monitors. 

 

The aim of having an ergonomic computer workstation is to considerably reduce strain, fatigue, and injuries. 

Time should be taken to adjust workstations that aren't quite right in order to minimise awkward and 

frequently performed movements. 

 

The image below shows ideal ergonomic positioning for computer work. 

  

https://education.microsoft.com/en-us/learningPath/dc32e990
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The following computer ergonomic tips are designed to reduce the risk of stress, physical injury and computer 

eye strain from prolonged computer use: 

 Sit so your head and neck are upright and in-line with your torso, not bent down or tilted back. 

 Face your computer screen directly. Avoid viewing your screen with your head turned or your back 

twisted. 

 Keep your elbows comfortably close to your body. 

 Use a chair that provides support for your lower back and has a cushioned seat with a contoured front 

edge. 

 Keep your mouse close to your keyboard so you don't have to reach for it. 

 Position your computer display so the top of the screen is at or slightly below eye level. This will allow 

you to view the screen without bending your neck. 

 Adjust the position of your display to prevent reflections of overhead and outdoor lighting appearing 

on your screen. 

 Place your monitor close enough to your eyes so you can comfortably read text on the screen without 

leaning forward. 

 When working with print documents, use a document holder that positions them at the same height 

and distance as your computer screen. 

 Use a hands-free headset when talking on the phone while working at your computer. 

 Stand up, stretch, and walk regularly. Your body is designed to move, not to remain in a static posture 

for long periods of time. 

 

Laptop computers are not ergonomically designed for prolonged use due to 

the monitor and keyboard being close together. For prolonged use, it's best 

to add a separate monitor, keyboard and mouse. The laptop can be placed 

on books so the top of the screen is at eye level, and an external keyboard 

can be used so that your elbows rest at 90° by your side. Alternatively, there 

are a range of ergonomic laptop stands available on the market. 

 

For shorter term use, you can position your laptop for the most neutral wrist 

posture – the use of a ring binder folder can assist. Remember to angle the 

laptop screen back so you can see it with the least amount of neck deviation as 

possible. As always, ensure you use proper posture so as to avoid neck and 

back strain. 
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ONLINE ATTENDANCE FORM 

The government is clear that anyone who can work from home should be doing that and any student 

who can learn from home must be doing that. Therefore, Bentleigh Secondary College workforce will 

mostly be working from home and many teachers have their own childcare issues. In addition,  with 

health related issues and those living with others with health related issues the school has a limited 

workforce to call upon, to ‘volunteer’ to attend the workplace to support the learning of 

students.  Bentleigh Secondary College has some teachers available (primarily CRT’s) to assist if 

needed, for students whose parents are essential workers. 

Learning at school will be no different to home.  All students will be expected to complete online 

learning and the teacher will only be supervising.  The canteen is closed and students will need to use 

the following identified spaces and toilet facilities (if onsite learning is required): 

Location Year Levels Toilets to use 

A15/16 Years 7 and 8 Year 7 Precinct Toilets 

L9/12 Years 9 and 10 PAC Toilets 

VCE Centre Years 11 and 12 VCE Toilets 

There will be no ES classroom support and students will be accessing the online learning delivered by 

their teacher that their peers are accessing from home.  The difference being, they would be in an 

unfamiliar classroom environment, will have distancing requirements in place, will not have close 

teacher interaction and 1 to 1 support, would not be allowed to touch others or engage in contact 

sports and may not have outside play. All these issues make for a very different classroom 

environment to what students are used to. This may be a particular issue for some students, with 

unfamiliar teachers and an unfamiliar classroom structure, changing daily in some circumstances.   

After receiving a parent request, the school will implement a school level assessment based around 

the role and function of the parent’s employment, shared parenting arrangements, older siblings at 

home and a range of other factors will be considered, so that the school can provide adequate support.  

 

The On-site Attendance Form should be sent directly to: 

Helene.Hiotis@education.vic.gov.au 

DHHS ADVICE 

Social visits from friends and family increase the risk of spreading coronavirus (COVID-19). Every 

interaction with another person carries the risk of transmission and must be avoided. A visitor can 

enter your home when they are providing you with care and support when you are unwell, disabled, 

elderly or pregnant. They can also enter your home if you are providing care for them.   

 

People who don’t live with you should only enter your home if they are: 

 a tradesperson visiting to fix a critical fault in your home, such as plumbing, WiFi or electrical 

 a person coming in to do child-minding or a child you are providing care to 

 a person coming in to provide services or care (for example, cooking or cleaning) or medical 

attention to a person in your home who is elderly, unwell, disabled or pregnant medical or 

emergency services staff coming to your home to render assistance 

  

mailto:Helene.Hiotis@education.vic.gov.au
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So parents can ask a person to come in and care for their child. 

https://www.dhhs.vic.gov.au/coronavirus-stay-home-directions-frequently-asked-
questions#can-i-have-visitors-in-my-home 

  

https://www.dhhs.vic.gov.au/coronavirus-stay-home-directions-frequently-asked-questions#can-i-have-visitors-in-my-home
https://www.dhhs.vic.gov.au/coronavirus-stay-home-directions-frequently-asked-questions#can-i-have-visitors-in-my-home
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NOTES 


